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Census
• Create Household

• Use Census Wizard

• People

• Address/Contact Information

• Relationships

• Creating New Identity

• Former Student as Staff or Parent

• Staff Employment/Assignment Records
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Create Household
• Census>>Add Household
• Always do a Household Search
• Avoid creating a duplicate
• Then click “New Household”
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Create Household
• Household name and Phone number
• Naming Convention
• Click Save
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Create Household
• Household created
• No members
• No addresses
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Add an Address to Household

• Click on Address tab

• Search for address – then Create New

• Add pertinent information
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Field Definition

Post Office Box Indicates the address is not a physical location but a mailing location.

Number

House Number of the address, or Box number if the address is a P.O. Box address. 

In the address 7750 South Barstow Street NE, My Town MN 55555, 7750 is the number. Only enter 

the number of the address.

Prefix
Direction of the street in the address. 

In the address 7750 South Barstow Street NE, MyTown MN 55555, South is the prefix.

Street

Name of the street. 

In the address 7750 South Barstow Street NE, My Town MN 55555, Barstow is the street name. 

Enter only the name of the street.

Tag

Label of the entered street - Avenue, Street, Blvd., etc. 

In the address 7750 South Barstow Street NE, My Town MN 55555, Street is the tag. Enter only the 

tag in this field.

Direction

Direction indicating the placement of the street within the city limits. 

In the address 7750 South Barstow Street NE, MyTown MN 55555, NE is the direction. Enter only 

the direction in this field.

Apt

Apartment number if this address is for an apartment building location. 

In the address 7750 South Barstow Street NE, Apt. 101 My Town MN 55555, 101 is the Apartment 

number.

City Postal city for the address.

State Two-digit state code for the address.

Zip Code Postal zip code (plus 4 if available).

County County in which the address is located.
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Add an Address to Household

• Add a Start Date on the next screen and click 
Save
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Add Members to Household
• Click on Members tab
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Add Members to Household
Click Members tab

Then click Find New 
Member

Note:  Always search

before creating a 

new person
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Add Members to Household
• Do a search – only last name is required
• Click on person to add or Create New Person
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Add Members to Household
• If adding existing person
• Add start date and other information
• Click Save
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Add Members to Household
• If Create New Person
• Add required and other information
• Click Save

14



Add Members to Household
• Still must add start date
• Click Save
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Add Members to Household
• Need to set up relationships

• Census>>Person   do a search

• Click on Relationship tab

• Check boxes for communication
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Relationship Shortcut

• See step 3 in Census Wizard
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Add Person to a Secondary Household

• Census>>People   do a search

• Click on Households tab

• Click New Household Membership

• New Window – Search for household or 
Create New

• Be sure to mark as Secondary or it will replace 
the Primary

• Set Relationships
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Census – adding individual items

• The next section explains adding items to the 
Census prior to creating a Household. You can 
then use the Census Wizard to create the 
Household and add the Address and People to 
that Household
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Add Person to Census
• Census>>Add Person
• Always search BEFORE you create new
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Add Person to Census
• Add required and other information
• Click Save
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Add Person to Census

• Repeat as needed

• For students and future students

– Add Birthday during process

• Does not connect with Household yet
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Add Address 

Notice: We do a 

search first

If no results click

New Address

Census>>Add Address
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Add Address

Fill in information and click Save

Note: Check box if number is PO Box
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Field Definition

Post Office Box Indicates the address is not a physical location but a mailing location.

Number

House Number of the address, or Box number if the address is a P.O. Box address. 

In the address 7750 South Barstow Street NE, My Town MN 55555, 7750 is the number. Only enter 

the number of the address.

Prefix
Direction of the street in the address. 

In the address 7750 South Barstow Street NE, MyTown MN 55555, South is the prefix.

Street

Name of the street. 

In the address 7750 South Barstow Street NE, My Town MN 55555, Barstow is the street name. 

Enter only the name of the street.

Tag

Label of the entered street - Avenue, Street, Blvd., etc. 

In the address 7750 South Barstow Street NE, My Town MN 55555, Street is the tag. Enter only the 

tag in this field.

Direction

Direction indicating the placement of the street within the city limits. 

In the address 7750 South Barstow Street NE, MyTown MN 55555, NE is the direction. Enter only 

the direction in this field.

Apt

Apartment number if this address is for an apartment building location. 

In the address 7750 South Barstow Street NE, Apt. 101 My Town MN 55555, 101 is the Apartment 

number.

City Postal city for the address.

State Two-digit state code for the address.

Zip Code Postal zip code (plus 4 if available).

County County in which the address is located. 25



Address Notes
• Do not delete Addresses

• End date instead to preserve historical data

• Mark additional addresses as Secondary

– If you do not, it will end date primary address

– Necessary if household has 2 or more residences

– Necessary if household has PO Box and street

• Mark Private if address should not be given to 
3rd party mailing lists
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Census Wizard
• Census>>Census Wizard
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Census Wizard
• This wizard will walk you through the process of 

creating a new household or editing an existing 
household. Start by searching for a household, people 
or addresses. To Edit a household, simply click on the 
Household name in the search results.

• To Assemble a new household, select people and/or 
addresses in the search results.

• If you enter a first and last name, you can create and 
link a new person into the household. If you enter a 
house number and street you can create and link a new 
address into the household. 
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Census Wizard

• Search by Person, Address, or Household

• To create new household you must add people 
to the census first

• If unsure about household name, search that 
first
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Census Wizard
• Search for person 
• People listed on the left
• Click any to include in new household

30



Census Wizard
• Clear Name and Search for Address
• Click to add to New Household
• Click Continue – Step 2
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Census Wizard
• Add Household Name/Phone Number
• Add Start Date for Address and All Members
• Mark Address for Private, Secondary, and Mailing as appropriate
• Click Save & Continue – Step 3 
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Census Wizard
• Set Relationships, Start Date, Guardian, Mailing, Portal, etc.

Note: Guardian, 

Mailing, Portal, 

and Messenger 

are NOT Sibling 

to Sibling

Click Save & 

Done
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What about those boxes?

• Guardian – authority to make decisions on behalf of the student
• Mailing – receive addressed reports to his/her attention
• Portal – access to portal information of person being viewed
• Messenger – considered a messenger contact for person
• Private – contact information will not be printed in reports
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Non-Household Relationships

• Census>>People   do a search

• Click Relationships tab

• Click New Non-Household Relationship link

• Search by last name or Create New

• Set up Relationships, Start Date, check boxes

• Examples Grandparents, Babysitter
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Foreign Exchange Student
• Census>>Person or Student Information>>General
• Enrollment tab
• State Reporting Fields
• Citizenship drop-down menu
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New Identity

• Never delete an identity unless it is 
completely wrong and NOTHING is attached to 
it

• Census>>People   Identities tab

• Marriage, adoption (changed last name)
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Former Student now Staff or Parent

• Find the students state ID number and copy and paste that into the Comments 
Section on the Demographics tab. This way you will have it for your records.

• Go to their census page and take out the Student number and save. If the State ID 
number is grayed out, you will need to submit a ticket to Support so they can 
updated on the backend.

• Go to their enrollment record to see when their end date was for graduation and 
make that the end date as a member to their parents household.

• Go to the relationships tab and uncheck all parent/guardian information to the 
former student and their guardians.

• Delete any dr. or emg contact relationships from when the former parent was a 
student and no longer needed.

• You can keep the history of the parent household and the relationship history of 
parents/grandparents/siblings.

• If the former student has a new name I go to the Identities Tab and click on New 
and type in the new name and comment as to why.

• Make a new household for this former student and their new child and setup like 
any other household.
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Staff – Employment/Assignment

• Census>>People

• District Employment Tab – Start Date

• District Assignment Tab – School, Start Date, 
and Title for each assignment (high school, 
middle school, elementary school
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Campus Community

• https://kb.infinitecampus.com/help

• To find information on any part of the Campus 
Tools section
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Enrolling Students
• First time enrollment

• Using the Student Locator

• Creating New Student

• Enrollment Roll Forward

• Enrollment End Batch

• Enrollment Cleanup Wizard

• New Enrollment History

• Foreign Exchange Students

41



First Time Enrollments
• Potential student is under a Household in the 

Census

• Click on student name

• Click on Enrollment tab

• Click on New 
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Student Locator
• Student Information>>Student Locator
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Student Locator
• Provide first and last name and gender

– Avoid nicknames

• If you know State ID use that.

• Mouse-over each result to see last enrollment

• Match birth dates

• Be sure of identity – avoid duplications

• If match use – if not Create New Student
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Create New Student
• Student Number – locally generated   State ID – state assigned

• At minimum include all information marked red
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Create New Student
• Include all necessary information

• When complete click SAVE at the top
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Enrollment Roll Forward

• Do this during prep for new year

• Create new calendars before you roll

• Roll multiple Grades of students

• Roll from one calendar to another

– Middle School to High school

• Can do multiple times

– Repeat if new students enroll

47



Enrollment Roll Forward
• System Administration>>Students>>Enrollment Roll Forward
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A district should have rolled their calendars using the Calendar Wizard before using this tool. This tool is safe to run repeatedly. If a 
student has already been promoted into the next calendar, it will not roll them again. It is assumed that each student should be rolled 
only once. Where the student is rolled is determined on the logic described below.  Run this in test mode to preview which students 
will roll and where. 

1.) The new enrollment start date will be the first instructional day in the calendar unless a date is specified.

2.) Only students without an End Date on their enrollment in the source calendar/grade will roll into a new calendar/grade unless the 
option to roll students whose end dates match the last day of the last term is selected. With that option, if an enrollment end date 
matches the last day of the term in any term schedule, the student will roll. It is always best to roll your students before ending their 
enrollments. Dropped students will not roll.

3.) If the destination calendar has multiple schedule structures with the same grades, the destination will have to be selected 
manually.

4.) Any students that have Future Enrollment information in their enrollment will be rolled directly into the calendar and grade
specified. Use this to retain or demote students. These students will be excluded from any of the following logic.

5.) Sequence numbers must be assigned to all grade levels in all calendars. A student will be promoted to the next number in the
sequence: Grade 09 with a sequence of 9 will be promoted to Grade 10 with a sequence of 10. Grade Levels with sequence 0 will be
ignored. Students are assumed promoted unless flagged as retained or demoted on their enrollment. The tool will increment the
grade sequence and look for next year's calendar in the same school.

6.) If a student needs to be promoted to a new building and the student's address contains a School Boundary mapping, the new
building will be selected from the mapping information.

7.) If the student does not meet any of the conditions above, they will not automatically roll forward without a destination calendar, 
structure, and grade selected. These include 0 sequenced grades, and building promotion where multiple schools provide the 
promotion grade. These students should be rolled independently of a district-wide roll.

49



Enrollment Roll Forward

• I do a separate roll for students changing 
calendars.

• Check and double check to make sure you are 
sending the correct students to the correct 
school

• Be sure you do your final roll BEFORE you end 
date students!
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Enrollment End Batch
• Done at end of school year

• After all other actions (grades, attendance)

• Will NOT change already populated data

• Process graduating students separately

• End date for seniors is last day of school 
calendar NOT their last day

• Diploma date can be last day or graduation 
day
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Enrollment End Batch
• System Administration>>Student>>Enrollment End Batch
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Enrollment End Batch

• All Students – End Date, End Status, End 
Action

• Graduates – Diploma Date, Diploma Type, 
Diploma Period

• Can change individual students under their 
Enrollment tab
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Enrollment Cleanup Wizard

• Will remove next year’s enrollments created 
with the Enrollment Roll Forward tool

• If previous enrollment was ended prior to last 
day of school   OR

• If student fails to meet Student Assignment 
requirements for next year’s enrollment
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Enrollment Cleanup Wizard

• System Administration>>Student>>Enrollment Cleanup Wizard
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New Enrollment History

• Under Student Enrollment Tab

• Manually insert enrollment records from 
other schools

• Such as 9th Grade

– Must have to trigger the NCLB Cohort End Year

– Check with previous school for verification of date
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New Enrollment History
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New Enrollment History
• Calendar Name = Previous School Name
• Grade and Start Date, End Date if appropriate 
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Student Transfers

• Initiating a student records transfer

• The process Inbox

• Student Records Transfer

• Completing the process
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Student Transfers

• Student Information>>General>>Records Transfer Tab

• Click “New State Transfer Request”

• Information sent directly to previous school 

• Must be exact student match

• Contact school as a courtesy

• Everything you wanted to know about records transfers:

• https://content.infinitecampus.com/sis/Campus.1917/docum
entation/student-records-transfer/
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Process Inbox

Requesting 

District

Receiving 

District

61



Completing the Process

When District 

is ready to 

approve the 

release
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Completing the Process

You may print 

documents or 

run the import 

wizards
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Student Records Transfer

• System Administration>>Data Utilities>>Student Records Transfer

• Find all transfers in and out
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Student Roster Setup

• Schedule Wizard available for use

– https://kb.infinitecampus.com/help/schedule-
wizard

• Roster

• Roster Setup

• Walk-In Scheduler

• Moving students mid-year

65

https://kb.infinitecampus.com/help/schedule-wizard


Roster Copy
• Scheduling>>Roster Copy

– Copy from one year to another or one calendar to 
another
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Roster Setup
• Scheduling>>Courses>>Section>>Roster Setup

– Add students and/or Copy Sections within a year or 
calendar
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Roster Setup
• Scheduling>>Courses>>Section>>Roster Batch Edit

– Cannot add students

– Can End Date, mark to Repeat or mark No Credit
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Walk-In Scheduler
• Student>>Counseling>>General>>Schedule Tab
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Walk-in Scheduler

• Mid-Term adjustments

• Add start or end date

• Once completed use Messenger to 

send information to affected 

teachers
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Walk-In Scheduler

• https://kb.infinitecampus.com/help/walk-in-
scheduler

https://kb.infinitecampus.com/help/walk-in-scheduler


Moving Students Mid-Year - Process

• DO NOT DELETE

– Loss of data (grades, attendance, etc.)

• Add student to new section using Roster Setup

• Use Walk-In Scheduler to apply Start/End date

– End previous on today’s date

– Start new on tomorrow’s date

• Newly enrolled appear Green for a time

• Dropped appear Red
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Attendance

• Admin Setup

• Daily Attendance – Teacher

• Daily Attendance – Office

• Finalizing Attendance

• Attendance Letters

• Attendance Messenger
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Admin Setup
• System Administration>>Attendance>>Attendance Codes

– Add more attendance codes
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Admin Setup
• System Administration>>Attendance>>Excuse Code Copier

– Copy attendance codes to multiple calendars
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Admin Setup - Classes
• Scheduling>>Courses>>Course Tab

– Check box for Attendance
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Side Note - Lunch
• Scheduling>>Courses>> course section

– Checkbox for Lunch and/or Milk count
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Attendance - Teacher
• Classroom Instruction>>Attendance
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Attendance - Office

• Steps

• Check attendance via Daily Attendance

• Print Call Sheet

• Process student attendance

• Save
• https://kb.infinitecampus.com/help
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Attendance - Office
Attendance>>Daily Attendance
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Attendance - Office
• Click any Attendance mark for a particular student
• You can add Attendance Code, Present Minutes and Comments
• Fill Down
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Attendance - Office
• Add Attendance prior to an event
• Student Information>>General>>Attendance Tab
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Attendance - Office
• Attendance>>Attendance Wizard
• Search for students, choose one or many
• Enter attendance for day or period specific
• Batch – for a specific period of time
• Choose one and additional instructions appear at bottom
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Attendance Letters
• Attendance>>Attendance Letter Wizard
• Walks through the process

Type – Period Marks or 

Course Marks allow you to

eliminate course sections 

Type – Whole/Half Day Absences, 

Exact Day Absences, and Single Day 

Count do not

Attendance Type – Attendance Code 

(AE – Absent Excused, DR – Doctor

Attendance Type – StatusExcuse 

differentiates Excused and 

Unexcused
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Attendance Letter

• Attendance Letter Wizard example

Can weight each type of status

To determine a total Qualification 

Criteria for Letter
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Attendance Letter

• Attendance Letter 
Wizard –

• Format Letter

Note – The “Organized To” 

so you can save for others 

to use.

Note the additional 

information included 

in the letter by default.
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Attendance Letter

• Printing letters

• Attendance>>Attendance Letter

– Choose letter template

– Click Preview and Print

– Shown a list of students affected

– Print
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Attendance Messenger
Attendance>>
Attendance Messenger

1. Choose Grade, 

Status (Absent/Tardy, 

Excuse (Excused/Unexcused, 

and Minimum Periods 

2. Apply Ad Hoc Filter 

if appropriate

3. Add Date

4. Language Preference

5. Inbox and/or Email

6. Create message

7. Save template
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Attendance Messenger

• Set Deliver Date and Time

• Preview/Send
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Attendance Messenger Scheduler

• Attendance>>Attendance Messenger Scheduler

• Based on Template created in Attendance Messenger

• Choose specific calendar affected (EL, MS, HS)

• Run Daily, Weekly, Monthly,
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Attendance Notes

• When setting up a Letter or Messenger

– Be sure your results match your intent

– Do not set up automatic until you are sure

• https://kb.infinitecampus.com/help

– Look under Attendance Communication
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COVID-19 Calendars
• Can a district choose to create a separate calendar within an already existing school to house 

their students who are choosing to attend virtually? A: Yes. A district utilizing Distance 
Learning options 1, 3, or 4 for the 2020-21 school year (see 
https://doe.sd.gov/coronavirus/documents/SupportingStudents.pdf) can create an additional 
calendar within an already existing school. To provide consistency throughout the state, the 
DOE is asking for districts to name these new calendars as follows: Calendar Name = Name of 
School C-19 Virtual (Example = Carthage Elem C-19 Virtual)

• Can a district create one calendar to house all students (K-12) who are attending virtually?   
A: No. Districts must utilize their existing school structure and create separate virtual 
calendars for each attendance center. (Example: Elementary, Middle School, High School). 

• Starting Well 2020:  https://doe.sd.gov/coronavirus/startingwell.aspx


